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INTRODUCTION / A ¢

45 minutes allotted to the subject of the government wide program
on reports management, particularly when I am scheduled right before
one of the more pleasurable items on the agenda (attitude to adjustment
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Seriously though T T i mean LAl program. However gnlﬁr}

in discussing it and its impact on this Agency and what we are doing

about it I %tb confine myself only to the highlights of the programl

and some of the "problems" we have experienced in launching the Agency
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fﬁ/w r. Usilaner of OMB and Mr. Aldridge of NARS conducted a“seminar at

NARS in early September (which many of you attended) covering these

subjects in considerable detail. Mr. Usilaner spent an hour and a half

outlining the OMB history of the project and Mr, Aldridge spent an

hour an a half talking about objectives and procedures in the reports
stggg g, Bieab oattar-

management programs. e a copy of Mr. Aldredge's speech which I

will distribute at the end of this hour so I will not dwell on the

same subject covered by him{
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A, The decision to incorporate reports management program into
management improvement programs of OMB circular A-44 -- means it will
be a continuing program (not just a one shot deal). This establishes

a formal annual requirement to "report' on reports program progress.

B. Implied threats in A-44 is that if Agencies DO NOT mount
their own programs, set their own goals, and report on progress in
meeting these goals -- OMB examiners may make arbitary cuts in our

budget! DANGERS INVOLVED IN SETTING GOALS - (MAN-HOURS AND DOLLARS).

C. 1IN PAST Agency has traditionally bmes- ignored or have been
excused from these "'government wide reviews' —- this time it looks
as if OMB means business SO AGENCY MUST be prepared to respond! — ~
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You might be interested to know that NARS has been working
on launching this program for the past two years and as early as
August 1968 we had word from NARS that reports management would be a
subject for government wide study under the management improvement
program of the then Bureau of the Budget. It igjinteresting to note
that it took NARS and OMB two (2) years simply to outline a program

that they expect federal agencles to implement in one year.
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Admirtedds-mapy federal agencies are in far better shape in

IT

reports management than the CIA. From the records management seminars
and conferences that I have attended this past year I get the impression
that most federal agenciles already have fairly well structured reports
management programs which include detailed directives, handbooks, and
control procedures. Those agencies already having these programs in
existence have a running start in implementing the OMB Directives on
reports management. Here are some examples of handbooks from other

agencies on reports management

Unfortunately for .a-variety of reasons thls Agency has not seen
fit to expend the resources and manpower needed for a reports management
program as this audience is aygre,“istorically and traditionally reports

T
management has been treated as another "undone element' of our records
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management program, &s the-Agency - -on records management
include reports manmagement in our records management programs.

As you all know we simply have not had the manpower, management aunahﬂmf;
baeeing, or authority to implement and manage a reports management

program through our records management structure,

CEVWﬁfh&zﬁf
S0 we are starting from scratch. Yes we have dume studies and

prepared plans to 1mplement reports management programs but as soon as
you add the cost dﬂa resources and manpower not to mention the hard
management decilsions needed to install a centralized reports management
program you immediately lose the interest of our managers. The reports
Aelalivide G
management program is relegated to the wery low priority that our
records management programs have enjoyed and I do not need to tell this

group where thils stands on management priority list when it comes to

money and manpower.

IV.

Nevertheless presidential and OMB pressure for a government wide
reduction of reporting forces this Agency to take some action in responding
tb the requirements of the OMB Directive and it is clear that OMB

intends this to be a continuing program.
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(continuation of IV)

Obviously complete and full compliance with -the-refoéts-managemsnt
program outlined in the OMB Directive means we would have to
establish a formal Agency wide reports management program. A
summary of responsibilities assigned to agency heads by the OMB
Directory reads like a table of contents in a reports management

handbook. Highlights are as follows (each agency head will ...)

A. Identify (inventory) public, interagency and significant

internal reporting systems and determine the current annual

cost of thege gvstems.

T ——

B. Establish goals for annual dollars and man hours savings
(due in OMB on 30 September 1970 for the period January 70

through June 71)

C. Review the data in inventories to;
1. Eliminate unnecessary and uneconomical reports
2. Comsolidate, simplify and shorten reports
3. Reduce reporting requirements

4. Reduce mumber of copies and distribution

F !v‘
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D. As a part of the review process we must justi%? and
certify the requirements for continuing reports
(according to OMB, certification must be done at the

Deputy Director level)
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I think it is safe to say now that the Agency will not
establish a formal reports management program as elaborate as would
be required to meeé%the requirements of this OMB Directive. The
Executive Director has indicated that the reporting of the results
of the Agency reports inventory to OMB will be held to a minimum.
However he enjoins us to undertake in our own management interest
a consclentious internal review effort of the need for reports

generated at all levels with a view to elimgnation of any reports

which we can do without

Translating this broad poliecy guidance dnto a course of action
incurréd lies that the Directorates will manage their own reports
program on a decentralized basis without benefit of formalized ﬁagvvag-auiﬁé

directives and handbboks on how to manage the reports program.
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I would now like to review briefly the specific Agency action to date

in reponse to the OMB Directive:

A. There was considerable debate on what to include in our inventory
particularly in the intelligence reporting area....we had calls from
DIA and NSA seeking info on how we were to respond.....DCI decision in
this area was to divide task into two parts.....and defer all reporting

on our intelligence product,

B. Our initial response to OMB then is to include only administrative/management

type reporting, The DEI established a task force,| | STAT

STAT [:::::::hth senior reps from each DD to develop the Directorate inventories

cost them out, and set their goals.

Directorate Task force: 25X1

Obtained extension on OMB deadline...of 30 September....to 30 October,

which still left very little time to develop a prcise inventory.....

D, The dircctorates left perty much on their own as to what th y wuld report
Lt sSR AL N pr APt i Tttt Cann otrbis baerrvat i T e,

'.....1t my understanding that most directorates used their planning staff

organizations to devel p the infentories...(Records Officers at least

spared the burden of getting their bosses and managers to cooperate).

QUEST Mypw””&ny of this‘group were calledfn to help dut on
P/g Iq“‘ inventdr?’l

E., Since first phsse of study was primarily confinded to Admin/Management

R
L

reporting..;ﬁﬁﬁﬁztempted to work out some guidlines with Directorate reps

on their input.....BASIC GROUNDRULE WAS: Directorates lLimit their inventories

to thoABpFéDéd%GMMWtT[ 1GheCHARDPYEY00393RO0DN 0019008843 own offices.
antd prap dne
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D. The general guidelines to the Directorates were that DDS functional

i L LT

offices will include all admln/management reports prepared by them as

st T AR G ¥

well as reports prepared by other agency components in respondence to
. PP SRR i 2 e DN i e N LS Ly T ST i ey [

g

requirements lev1ed by a DDS functlonal office.

T i

CITE EXAMPLES IN PERSONNEL, 0CS, AND FINANCE

E. TUnfortunately with a subject as complex and all encompassing it

was an impossible task to define precisely what reports to include

what to exclude and who would report on what. I have not looked at the
consolidated inventories of other Directorates but if their experiences
are similar to the DDS the job of a rational analysis of the data
produced in this inventory is going to be one horrendous nightmare.

I could probably spend another two hours outlining the problems facing
us in analyzing the data dontained in the DD/S inventories. I certainly
do not intend to do that but would like to give you a feel of what some

of them are

1. DEFINITION OF WHAT TO INCLUDE IN INVENTORY;
In spite of our best efforts our instructions on what to include were
TR a4 N Lrpraa o el
far too general and incomplete!‘ We simply could not spell out in detail
how to treat all reporting categories and had to leave it up to the
offices themselves to determine what they considered "significant".
Obviously this produced great inconsistencies even within the DD/S on

what to include and what to exclude. It will take months of concentrated

efforts to cottect these inconsistenciles.
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2. COSTING PROBLEM; guidance received from NARS on how to
cost reports was so comprehensive and all inclusive that it would have
taken platoons of cost accountants to accurately produce true costs of
D&l reporting systems. Manual reports prepared by a section chief for
his boss obviously pose no problem but when you talk of the”program~
call report\:\which goes through all levels of an organization with input
from a variety of sources it is almost impossible to expect

 cosf
consistency inmqreporting.

Discuss problems faced in costing computer produced reports

Review cost factors contained in NARS draft handbook
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SUMMARY

In summary I wish I could pull this all together in a, neat
package and preddct a hugh?success for the future of a reports manage-
ment program in the Agency; that we will be able to use the impetus
given by the President Nixon's backing of the OMB directive, and OMB
pressure on the Agency to mount establish staff and maintain an

effective Reports Management Program.

But I fear this will not come to pass —-- the PEEE.EE%,
can expect is chilp away at another highly complex program in‘the field
of Records Management; doing the best we can in hopes of making some
progress in this area. There 1s some ray of hope in that the OMB
certainly will keep the pressure on top management -- and the line
managers through the Agency will have to participate in examining

and justifing thelr reporting requirements,
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CHECKLIST OF REPORTS COST FACTORS

The factors below are a basic guide to costing either an individual report
or an agency reporting system as a whole. The person conducting the cost
study should determine which of the factors apply. He should add any
factors peculiar to the specific report, costing situation, or agony.

INITIATING THE REPORTING SYSTEM

Developing reporting requirements

Designing the reporting system

Writing and issuing all necessary instructions
Egtablishing source records

Installing the reporting system

Ul &~ W

MAINTAINING THE REPORTING SYSTEM

Updating the reporting system

Collecting data for the system

Updating source records

Preparing reports in the gystem

Transmitting reports or data in the reporting system

<

O W oo~

USING THE REPORTING SYSTEM
11. Recording information at the receiving level
12. Reading, reviewing, analyzing, and discussing infor-
mation
13. Preparing followup documents

PROVIDING SPECIALIZED ASSISTANCE

14, Furnishing directly related staff service
15, Furnishing indirectly related staff service
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